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OEI is lead the organization 
for all recommendations 
except where noted. 

No. Recommendation Impact1 Effort2 Timeframe Benefit Type of Action STATUS 
(as of 6/30/13) 

  

1 

Revise EPA’s FOIA regulations to 1) fully comply with 
the Open Government Act and DOJ 
regulations/guidance, 2) reflect changes in EPA’s 
business processes, and 3) update FOIA fee 
information. 

High High <12                  

In process.  Workgroup 
formed. Rule tiered by OMB as 
Tier 3.  
 
Target date for publication of 
proposed rule: 12/31/13. 

2 
Finalize national standard operating procedures 
(SOPs) to set minimum processing standards. Make 
SOPs available to Agency employees and 
communicate their availability. 

High Low <12                

Interim procedures 
developed.  Undergoing peer 
review. 
 
Target date for issuance of 
interim procedures: 9/30/13.  
Final Procedures: 3/31/14. 

 
1 Impact = Extent to which recommendation will positively influence the FOIA program 
2 Effort  = Complexity, cost, time, and/or FTE commitment 

(Available resources may impact ability to meet target deliverables.) 
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OEI is lead the organization 
for all recommendations 
except where noted. 

No. Recommendation Impact1 Effort2 Timeframe Benefit Type of Action STATUS 
(as of 6/30/13) 

3a 
Develop guidance on applying the presumption of 
openness and identifying and articulating “foreseeable 
harm” when making decisions to release and withhold 
documents under FOIA’s discretionary exemptions.  

Low Low <12               

In process.  Will be addressed 
in final FOIA policy and final 
procedures. 
 
Target dates for issuance: 
FOIA Policy (final): 3/31/14. 
FOIA Procedures: 3/31/14. 

3b 
Require two levels of review of all documents that are 
released or withheld under a discretionary FOIA 
exemption. 

Low Med <12               

Being required in 
FOIAonline and will be 
addressed in final FOIA policy 
and procedures when issued. 
 
FOIA Policy (final): 3/31/14. 
FOIA Procedures: 3/31/14. 

4 

Modify Agency Delegation 1-30 to 1) reflect that all fee 
decisions are now made by the Headquarters FOIA 
office and 2) require programs and regions to issue 
formal re-delegation documentation to identify who (by 
title or position) has the authority to make initial FOIA 
decisions to release records within their organization. 

Medium Low <24                  

In process.  Delegation 
prepared and reviewed by 
OGC.  Preparing  for Agency-
wide clearance process. 
 
Target date for issuance: 8/30/ 
2013. 

5 
Finalize and implement the policy on FOIA litigation 
payments for attorney fees and other costs, balancing 
accountability with fairness and administrative 
simplicity.  

Medium Low <12                  

In process.  OCFO lead.  
Draft policy under 
development.   
 
Target date for issuance: TBD 
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OEI is lead the organization 
for all recommendations 
except where noted. 

No. Recommendation Impact1 Effort2 Timeframe Benefit Type of Action STATUS 
(as of 6/30/13) 

6 
Require EPA programs and regions to assess fully 
centralizing FOIA administration activities within their 
organization (if the function is not already centralized).  

High High <24               

In process.  FOIA duties & 
roles and responsibilities will 
be addressed in FOIA policy 
and procedures. 
 
FOIA Policy (final): 3/31/14. 
FOIA Procedures: 3/31/14. 
 
To be started. Program/ 
Regional assessments will 
begin after issuance of FOIA 
Policy and procedures.  

7 
Revise EPA’s regulations to conform with case law 
regarding diverse treatment of voluntary submissions 
of claimed CBI and promote greater efficiency in 
handling CBI claims. 

High High <24                   

 
In process.  OGC lead. 
Informal workgroup created.   

8 

Create a new CBI organizational unit or assign CBI 
oversight responsibility to an existing organizational 
unit. The organization would be responsible for 
establishing Agency-wide CBI policy and security 
standards for handling and processing CBI claims. 

High High <24                

Decision pending.  
Recommendation needs to be 
evaluated to determine 
resource requirements, 
impacts on current CBI 
organizations and integration 
with CUI requirements 

9 
Develop Agency procedures to facilitate and expand 
use of class determinations for more efficient CBI 
claims processing. 

Medium Medium >24                

Decision pending.  
Pending decision for #8. 
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OEI is lead the organization 
for all recommendations 
except where noted. 

No. Recommendation Impact1 Effort2 Timeframe Benefit Type of Action STATUS 
(as of 6/30/13) 

10 
Develop CBI tools to assist Agency staff in efficiently 
and consistently processing CBI claims and to assist 
submitters in asserting and substantiating valid claims 
of confidentiality.  

Medium High 

 
 
 

>24                

Decision pending.  
Pending decision for #8. 

11 
Establish a central repository for CBI confidentiality 
determinations and “clearly not entitled” 
determinations.  

Medium Medium 
 

>24                  
Decision pending.  
Pending decision for #8. 

12 Invest in technology to achieve more efficient FOIA 
and CBI processing. High Medium <24                   

Decision pending on CBI:  
Pending decision on #8. 
In process for FOIA: 
FOIAonline deployed 10/1/12.  
eDiscovery tools deployed Q3, 
2013 to assist as appropriate. 

13 
Establish a repository of records released under FOIA 
that can be searched by the public before they submit 
a FOIA request. 

High Medium <12                

 
Completed.  FOIAonilne 
deployed 10/1/12.   

14a 
Use available technology to improve the Agency’s 
receipt of CBI by reusing a secure electronic portal 
enterprise infrastructure, such as the Central Data 
Exchange (CDX).  

Medium Medium <24                   

Completed. Central EPA 
portal through CDX deployed.  
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OEI is lead the organization 
for all recommendations 
except where noted. 

No. Recommendation Impact1 Effort2 Timeframe Benefit Type of Action STATUS 
(as of 6/30/13) 

14b Purchase or develop tools that allow the electronic 
transfer of CBI internally and externally.  Medium Medium 

 
>24 

 

                  

In Process. Tool for external 
users to transfer data was 
completed through CDX portal.  
 
To be started.  Pending 
decision for #8. 
Agency-wide tool for internal 
transfer of CBI data across 
EPA has not been initiated.  

15a 

Require Programs and Regions to review (or create) a 
process to identify and post information proactively. 
These reviews should include identifying whether they 
require more guidance, tools and/or knowledgeable 
staff. 

Medium Medium <12                

In process.  Will be addressed 
in final FOIA policy. 
 
FOIA Policy (final): 3/31/14. 

15b 

The National FOIA Program should coordinate with the 
Agency’s Web Council to ensure there is a unified and 
comprehensive review process to identify, review and 
proactively release information that may be of interest 
to the public. Once approved, widely disseminate the 
process throughout the Agency including e-mail 
notification, training and any other methods the Web 
Council deems appropriate. 

Medium Medium <12                

 
Lead: OEAEE & OEI 
OneEPA project leads to 
address recommendation. 
  
Not started.   
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OEI is lead the organization 
for all recommendations 
except where noted. 

No. Recommendation Impact1 Effort2 Timeframe Benefit Type of Action STATUS 
(as of 6/30/13) 

15c 

Require programs and regions to identify Agency staff 
with the delegated authority to approve the release of 
Agency information on the EPA website by name or 
position and distribute the information to all employees 
within their organizations. Establish appropriate 
accountability in performance standards.  

Medium Low <12 
              

In process.  Recommendation 
depends on the issuance of 
FOIA policy and regulations 
and coordination with EPA’s 
Web Council.  
 
FOIA Policy (final) –  3/31/14 
Coordination with OEAEE-  
Pending 

16a 
Establish and develop FOIA training requirements that 
include tailored training for various levels of FOIA 
professionals.  

High High <24                 

In process.  In-person and 
webinar training on FOIA 
policy, procedures and 
FOIAonline is available for 
FOIA officers,coordinators, 
and interested SMEs.    
 
Online trainings under 
development.   
 
Target  date: 12/31/2013. 

16b 
Establish mandatory annual Agency-wide FOIA 
training requirements for all employees, similar to the 
training required for ethics and security. 

High Medium <24                

In process.  Mandatory 
general awareness training will 
be established by the final 
FOIA Policy.  
 
Target date: 9/30/14 
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OEI is lead the organization 
for all recommendations 
except where noted. 

No. Recommendation Impact1 Effort2 Timeframe Benefit Type of Action STATUS 
(as of 6/30/13) 

16c 

Develop a National FOIA continuing education 
requirement for FOIA Officers, FOIA Coordinators and 
FOIA contacts in programs and regions. Include 
flexibility to address Headquarters and Region-specific 
policies, procedures, and topics. 

High Medium <12                

In process: Annual in-person 
and webinar training on new 
case law, policies, procedures 
for FOIA professional and 
SMEs currently available.  
 
Target date to define specific 
continuing education 
requirements: 6/30/14 

16d 

Establish a mandatory annual training requirement for 
all FOIA Officers and FOIA Coordinators designed to 
focus on specific areas of need as identified by the 
National FOIA Office, such as the recent need to focus 
on adequate searches, proactive disclosures, 
consistency, deadlines and coordination among 
Regions and Headquarters. 

High Medium <12 
                  

In process. Annual in-person 
training meetings currently 
available.   
 
FOIA Policy will establish 
mandatory training 
requirement.   
 
FOIA Policy (final) :  3/31/14 
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OEI is lead the organization 
for all recommendations 
except where noted. 

No. Recommendation Impact1 Effort2 Timeframe Benefit Type of Action STATUS 
(as of 6/30/13) 

16e 

Provide training via the national “one-stop shop” 
training portal currently under development. Ensure 
FOIA training is easy to access and available to 
employees from alternative work sites. Identify other 
resources such as seminars, workshops, etc., and 
make the list of resources available on the FOIA 
website. 

Medium Low <24                   

In process. Agency annual 
training information posted to 
EPA’s FOIA Website as well 
as available through 
FOIAonline.    
 
Development of one-stop 
training portal. 
 
Target date:  9/30/14. 

17 

In evaluating EPA’s training needs and developing a 
training program, EPA should consider external 
training programs and resources that are already 
developed. Specifically, EPA should review training 
available from DOJ and OGIS, as well as those offered 
by private organizations. 

Low Medium <12                  

In process. Completed 
communication of external 
training opportunities for FOIA 
Coordinators and Officers.  
Formal training program to be 
developed.   
 
Target date: 12/31/13. 

18 
The National FOIA Office should work with the Office 
of Human Resources (OHR) to develop FOIA critical 
job elements for all Agency managers. 

High Medium <24                 

 In process.  Initial discussion 
held with OHR. Requires 
senior-level policy decision. 
 
If approved: 
Target date: 6/30/14 
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OEI is lead the organization 
for all recommendations 
except where noted. 

No. Recommendation Impact1 Effort2 Timeframe Benefit Type of Action STATUS 
(as of 6/30/13) 

19a 
The National FOIA Officer should work with OHR to 
develop critical job elements for FOIA Officers and 
FOIA Coordinators.  

High Medium <24                 

In process.  Requires senior-
level policy decision. Initial 
discussion held with OHR.  If 
approved:  
 
Target date: 6/30/14 

19b 
The National FOIA Officer should be consulted by 
managers for input regarding the performance of 
employees with standards that have National FOIA 
Program implications. 

High Medium <24                

In process. Requires senior-
level policy decision.  
If approved, will be initiated 
following development of #16a, 
#19a and #20a.  
 
Target date: CY 14 and 
implemented in CY 15 

20a 
The National FOIA Program should consult with OHR 
to identify a baseline set of knowledge, skills and 
abilities (KSAs) for FOIA Officers and FOIA 
Coordinators based on their required duties. 

High Medium <24                

In process. Requires senior-
level policy decision.  
If approved, will be 
implemented following 
development of #16a, #19a 
and #20a.  
 
Target date:  CY 14 

20b 

At the end of each FY, require Deputy Assistant 
Administrators (DAAs) and Deputy Regional 
Administrators (DRAs) to report the number of hours of 
FOIA-related training taken by their FOIA Officer and 
primary FOIA Coordinator (submit information to the 
EPA CIO).  

Medium Low <24                

To be started. Requires 
senior-level policy decision. 
 
If approved: 
Target date:  CY 14 & 
implemented in CY 15 
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OEI is lead the organization 
for all recommendations 
except where noted. 

No. Recommendation Impact1 Effort2 Timeframe Benefit Type of Action STATUS 
(as of 6/30/13) 

21a Establish and provide reports of overdue and pending 
FOIA requests to DAAs and DRAs.  High Low <12                  

In process.  
Scorecards have been 
developed for DAAs and 
DRAs.   
 
Target date: 7/26/13 

21b 
DAAs and DRAs should review the list of overdue 
FOIA requests and commit resources to reduce the 
backlog each fiscal year. 

High Low <12                  

In process.  See 21a.  

22 
Require certifications when conducting searches for 
FOIA responsive records using a template developed 
by the National FOIA Program. 

High Low <12                

To be started. Will be 
addressed in FOIA 
procedures. 

 



































































































































































A BEGINNER’S GUIDE TO
BOOLEAN SEARCH OPERATORS 

1



 
  

  

2 

 Boolean algebra  is based  on a  system of symbolic  
algebra  developed by British mathematician George 
Boole (1815-1864) 

Agenda 

 Boolean searches allow you to combine words and 
phrases using words and symbols (known as Boolean 
operators) to limit, broaden, or define your search. 



 
 

 

3 

What is Boolean Search? 

 Purpose: A way to organize your search using a 
combination of keywords and 5 Boolean 
operators 

 To produce more accurate and relevant results for 
document searches 

 5 elements: 
 AND 
 OR 
 NOT 
 () 
 “ “ 



 
 

4 

AND 

CWA 404 

WOTUS 

 By using AND the search is narrowed—search would 
return only documents containing all three items. 



    
      
       

5 

OR 

CWA 404 WOTUS 

 By using OR, we are broadening/expanding our 
search. The result would be a broader, more 
inclusive search. Results would include any of the 
words. 



6 

NOT 

CWA 

404 

WOTUS 

 Removes false p ositives.  If  well designed, can  
narrow down  the se t. However, can  also re sult in  
errors  and  should  be used  cautiously! 



 
   

        
 

       

7 

Parentheses 

 CWA OR 404 OR WOTUS. 
 This will retrieve any document with any of these words 

 (CWA OR 404) AND WOTUS 
 This will retrieve documents with either CWA AND WOTUS or 

404 AND WOTUS 

 CWA OR (404 AND WOTUS) 
 This will retrieve documents with either CWA OR both 404 and 

WOTUS 
 Brackets are most commonly used with OR strings to 

narrow the search 



        
  

    
 

    
     

  

8 

Quotations 

 If a group of letters or words is to be a single 
“keyword,” needs to be within quotations. 

 2, 4-D versus “2, 4-D” 
 2, 4-D may potentially bring back any document with 

2, or 4, or D anywhere in the document 
 “2, 4-D” within quotations indicates that the exact term 

is a keyword 
 Other examples “clean power plan” instead of clean or 

power or plan, 
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FOIA

One EPA Workplace / 
FOIA Home / 
EPA Fee Waiver Process

EPA Fee Waiver Process
The public may request in writing to have fees waived if the disclosure of the information requested is in the public interest because 1) it is likely to contribute
significantly to public understanding of the operations and activities of the government and 2) it is not primarily in the commercial interest of the requester. 
The requester's inability to pay is not a legal basis for granting a fee waiver. 

EPA regulations require that the fee waiver request be made at the time the FOIA request is submitted.

EPA Fee Waiver Process
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FOIA Exemptions
There are nine FOIA exemptions:

1. Classified national defense and foreign relations information.

2. Internal agency rules and practices.

3. Information that is prohibited from disclosure by another federal law.

4. Trade secrets and other confidential business information.

5. Inter-agency or intra-agency communications that are protected by legal privileges.

6. Information involving matters of personal privacy (protected under the Privacy Act or containing sensitive personally identifiable information).

7. Information compiled for law enforcement purposes, to the extent that the production of those records:

a. Could reasonably be expected to interfere with enforcement proceedings.

b. Would deprive a person of a right to a fair trial or an impartial adjudication.

c. Could reasonably be expected to constitute an unwarranted invasion of personal privacy.

d. Could reasonably be expected to disclose the identity of a confidential source.

e. Would disclose techniques and procedures for law enforcement, investigations or prosecutions, or would disclose guidelines for law enforcement
investigations or prosecutions..

f. Could reasonably be expected to endanger the life or physical safety of any individual.

8. Information relating to the supervision of financial institutions.

9. Geological information on wells.

The FOIA applies only to the Federal Executive Branch. It does not apply to records held by Congress, the courts, or by state, local, or tribal government
agencies. The FOIA has undergone several amendments since its passage, including the e-FOIA amendments of 1996 and the Open Government Act of 2007.
The e-FOIA amendments clarified how electronic records should be handled under the FOIA and extended the statutory time to respond from ten working
days to twenty working days. The Open Government Act of 2007 made changes to promote a more open and accountable government and established an
agency Chief FOIA Officer and Public Liaison Officers to assist in reducing delays, increasing transparency and resolving disputes.
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